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eIOrandume « UNITED STATES GOVERNMENT

FROM : Chief, Property Comtrol Divisionm

SUBJECT: Report of Operatioms - Month of September 1948

1. status of Personnel:

25X9A2

a., Persons 8ubhoriz@d seeevecevscsscsccccronosncnnecs

- b. Parsons on AUty seeesesecssscsvscscsossscsncsccnas
c. Persons on leave without pay eeceressscsscacrscces

de. Persons on meternity leave sescoceveccrccsnancence

s.. Rempining unfilled posSitions seseecceracscoccocons

2. Major Accomplishments;

a. As a result of the Froperty Utilization Program the total
monetary value of property returned to stock during the month of
september 1948 was §20,592.53. Continuous efforts will be made by

_this office to effect tramsfer of excess property from using activit-
jes to stock during audits and inventories of property accounts.

25X1A9%a b. Mr. | GGG #:sistent Chisf, Property Control
- Division will, during the ensuing month, furnish complets reports
relotive to the sudits and inventories comducted of [ll#ccounts FOIAb3b1

FOIAb3b1 located at and 00 and I&s
sub-accounts located at 25X1A6a

25X1A6a _ These reports which will be submitted to your office,
will be complete in all details with respect to accountability of
property at said accounts; irrsgularities in procedure; and
recommendations for revising current property procedures.

Ce This office has, with the comcurrance of Chief, Physical
Security Division, eliminated the maintenance of separate classified
logs for requisitions progassed through Office Supplies and kEquipment,
hooount Nos. 2 and 3, respectively. This procedure will eliminate
duplication of records maintained within said accounts.

d. TReference is made to ths attached memorandum dated 17
September 1948, which indicates the various types of records this
office has eliminated. The elimination of such records from the
Property Control Division's files has resulted in congolidation of
assignments within the Control Section end the elimination of several
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positions. Continmuous efforts will be made to develop the
efficient functioning of this offics by frequently surveying
each essipgned section.

s, During the pest month this offics forwarded to Mr.
, Chairman and member of

the CIA Property Survey 3oard, respectively, & procedure rslative
to & ¥10.00 guartsrly allowance for sxpendable supplises in
supply accounts and an allowance of 1 1/2 of 1 percant gasoline
evaporation within Fuels and Lubricants Account. 3aid procedure
will, upon concurrence of the above named individuals, be forwarded
your office.

3. Future Flans; Property Control Division has no other specific
plans i'or tThe future other than working towards a general improvemsnt
of the methods smployed in accounting for property within this Agency.

4, During the month of September 1948, the following work load
was performed by the various ssotions of the Froperty Control Division:

a.e Control sectiong

1) Vouchers poSted seeescssscssssssssesoresesce 0607
2} Reports of Inventory Adjustment Processed .. 10
vj) . I{iel'ltific&tion Coﬁtrol Cards ,I*’OSted EEEEREX] 01767

(,
{
(

b. Audit and Inspection Section:

fou]

(1) Property Acoounts 8udited eeeeeccecsscecoves
(2) Number of Accident Reports Investigated .... 3
(3) Number of Damaged Froperty Invastigations

S0r8UcCtE®d covsvsrsaensssrssrsenrcscsensns s 3

Ce Clearance and Survey section:

(1) survey Reports Being Investigated ..esecs..e 14
(2) Survey Reports Frocessed to Board
(8 R8151AVEA seseesreassccsossassassasacccee
(b) Action Dsferred «eeeeesescsscnsncercsses
(¢) Referred to 30 Propsrty Board sccec.eceee.
(3) FProperty Clearsncos Issued eeeesescesseerons 6
(4) Propsrty Fasses Issued sesseccsvesccccevsnes

SRS

25X1A%9a
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Chief, Contrel Sectiom, ilD 17 september 1948

Chief, Froperty fontrol Division

Elimination of Records

1. As & result of a recent survey conducted by the undersigned
relative to elimination of records received in the Control Seotion,
Property Control Division, the fellowing will become sffective as of
this date:

8. The Prosurement Sectlion, Jupply Division, has been
notified to discontimue distributing to the Froperty Conmtrol
Division, Purohsase Order copy mumber 5, and memorandums
distinguishing reyuisition numders assigned to Furchese Orders
and re,ulsitions for atook ltems. In the future, Guestions, if
eny, psrteining to nomsnclature may ba obtained through the
Progurement Section.

b. The Trapsportation Division has been notified to
disgontinue distridution of NC Fora No. 437, Delivery Order 2nd
Reoelipt and Yomthly Abstract of Issues, Form No. 10-117, to this
offioe. Information pertaiminz to issues of zasoline, oll, and
lubrisants may be obtmined iu the woucher files of supply bcsount
¥o. 9.

6. Notification has bean forwarded to Supply Orfleer, Uffice
Suppliss, Supply Account Ko, & TURU: Chief, Storsge and lisue
deation, Supply Divielon, te discomtinue dlstribution of oredit
voushers (Form No. 36-7, “equest for Supplics, Bquipment or JSarvicss)
to the Froperty Comtrol Uivision. Debit vouaher {Form %o. 5610,
Delivery Tioket) will aontimus to be received. such vouohars will
be reglstered in the Delivery Ticket Log and, 1if nesessary,
nomsnolature will be adjusted by the Control ieotion. wthen this
has Leen aceomplished, debit voucher will bs destroyed.

d. Form No. 36~10, Delivery Ticket irdiestiny issuence of
expendable supplics, services rendered, and repairs to machines [lor
using aotivities, {Froperty iocoounts) will continue to be received.
Form No. 36-10 will be registered in the Delivery Tisket Log, &nd
211 copiss, wit: the excepticn of those covering rapairs to office
wdchines, will be destroyed, Delivory tickets eovering repeirs to
office machines will be retained by the postins clerv and filed in
numsrioal seqyuence to substantiste postinga rescorded on Identification
Zontrol Csrds, Fora No. 35-48,

9. Form Bo. 36-10, Lelivery Ticket, indlesting ssrvices
rendered and re;eirs to serimlly numbored items within Supply Accounts
will continue to be recsived. Form No. 36-10 will ba registered in

»
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the Delivery Tioket Loz and all copies, with the excaption of
those covaring repairs tc 91 ice machines, will be dastroyed.
Delivery Tiokets covaring reuairs to office mmchines will be
retained by the postinog clery and filed in mmerioal sequenoe
to substentiste postinss recorded on Identification CSontrol
Cards, Form lo. 36-48.

f. The preparation and sstablishment of & stosk eatalog,
indioatin: stook mumbers und nomerolature of suppliss and
squipment within Cperstionsl Jupply hcoount Ho. 4 will be
aceomplished by the Supply Livisien. iiith the exgeption of
Supply Acoount Ho. &, this office will sontinue to adjued
nomenslaturs of non-standar: items received within Jupply
Aseounts, 82! will svordinate with Supply Ufflcers of aotivities
soncorned relutive to such nomenclatures adjustaents.

2. You aro advised tc determine, during the emsuing month, the
feasibility of mmintsining two sets of Identifiocstion Comtrol Cards,
Porm No. 36-48. Your written recommendations will be forwarded to the
undersigned on or before 31 Oatober 1948, Luring the interim pariocd,
to eliminate work flow, postings of vouohers sovering serially numbered
{tems to ldentifisation Comtrol Carda, mainteinsd in numerical sequence,
will only indicmte the sooount mumber or symbols, sueh as, "C¢" for
Carro; “HSO" for Nationmal Security Councily ete., such items were
transferred to Form No. 36«48, maintained by socount numbers will, &t
all time, reflect complete information.

3. Frior to disposiry of any doouments rel’lected in pararraph 1-8&
thru £ above, such dcouments will be forwarded to the undersigned at the
end of emch work week for fimal dispositiom. To sseertein that documents
have been reyistered in the Lelivery Ticket Log, the symbol "R" will be
indicated thereon.

4. Forwarded for your nscessary actiom.

25X1A9a

oos Chief, Services Branch.” )
hdmin. Fila, TCD ¢
Shromo, file, PCD
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